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Section 1 
Administrative Overview 

 
Text that is in italics with a border/box such as this are instructions/guidelines for state 
purchasing agencies and should not be included in the RFP.  Where possible, state 
purchasing agencies are encouraged to make additional information specific to the RFP 
noticeable via the use of font, italics, borders, etc. 
Applicants are encouraged to read each section of the RFP thoroughly.  While sections 
such as the administrative overview may appear similar among RFPs, state purchasing 
agencies may add additional information as applicable.  It is the responsibility of the 
applicant to understand the requirements of each RFP. 
 
I. Authority 

 
This RFP is issued under the provisions of the Hawaii Revised Statutes, Chapter 
103F and its administrative rules.  All prospective applicants are charged with 
presumptive knowledge of all requirements of the cited authorities.  Submission 
of a valid executed proposal by any prospective applicant shall constitute 
admission of such knowledge on the part of such prospective applicant. 
 

II. RFP Organization 
 
This RFP is organized into five sections: 
 
Section 1, Administrative Overview--Provides applicants with an overview of the 
procurement process. 
 
Section 2, Service Specifications--Provides applicants with a general description 
of the tasks to be performed, delineates applicant responsibilities, and defines 
deliverables (as applicable). 
 
Section 3, POS Proposal Application Instructions--Describes the required format 
and content for the proposal application. 
 
Section 4, Proposal Evaluation--Describes how proposals will be evaluated by 
the state purchasing agency. 
 
Section 5, Attachments --Provides applicants with information and forms 
necessary to complete the application. 
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III. Contracting Office 

 
The Contracting Office is responsible for overseeing the contract(s) resulting from 
this RFP, including system operations, fiscal agent operations, and monitoring 
and assessing provider performance.  The Contracting Office is: 
 
 
         
Department of     , State of Hawai'i 
         
         
Phone: (808)     Fax: (808)     
 

IV. Procurement Timetable 
 

Activity Scheduled Date 
Public notice announcing RFP  
Distribution of RFP  
RFP orientation session  
Closing date for submission of written questions for written responses  
State purchasing agency's response to applicants’ written questions  
Discussions with applicant prior to proposal submittal deadline (optional)  
Proposal submittal deadline  
Discussions with applicant after proposal submittal deadline (optional)  
Final revised proposals (optional)  
Proposal evaluation period  
Provider selection and award  
Notice of statement of findings and decisions  
Contract start date  
 

V. Orientation 
 
An orientation for applicants in reference to the request for proposals will be held 
on from     to   , at      
 .  Applicants are encouraged to submit written questions prior to the 
orientation.  Impromptu questions will be permitted and spontaneous answers 
provided at the orientation at the state purchasing agency's discretion.  Verbal 
answers provided at the orientation are only intended as general direction and may 
not represent the state purchasing agency's position.  Formal official responses 
will be provided in writing.  To ensure a written response, any oral questions 
should be submitted in writing following the close of the orientation, but no later 
than the submittal deadline for written questions indicated in the next paragraph 
(VI.  Submission of Questions) in order to generate a written state purchasing 
agency response. 
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VI. Submission of Questions 
 
Applicants may submit questions to the RFP Contact Person identified in Section 
2 of this RFP.  The deadline for submission of written questions is ______ p.m. 
H.S.T., on    .  All written questions will receive a written 
response from the state purchasing agency.  State purchasing agency responses to 
applicant written questions will be sent by    . 
 

VII. Submission of Proposals 
 
Proposals must contain all components.  Please refer to the Competitive POS 
Application Checklist (Section 5, Attachment A) for information on: 1)  where to 
obtain the forms/instructions; 2)  additional program specific requirements; and 3)  
the order in which all components of the application should be assembled and 
submitted to the state purchasing agency. Proposals must contain the following 
components: 

 
(1) POS Proposal Application (Form SPO-H-200A), including Title Page 

(Form SPO-H-200) and Table of Contents - Applicant shall submit 
comprehensive narratives that addresses all of the issues contained in the 
POS Proposal Application Instructions, including a cost proposal/budget.  
(Refer to Section 3 of this RFP.) 

 
(2) Competitive POS Application Check List – Provides applicants with 

information on where to obtain the required forms; information on 
program specific requirements; and the order in which all components 
should be assembled and submitted to the state purchasing agency. 

 
(3) Registration Form  (SPO-H-100A) – If applicant is not pre-registered 

with the State Procurement Office (business status), this form must be 
submitted with the application.  If applicant is unsure as to their pre-
registration status, they may check the State Procurement Office website 
at:   
http://www.spo.hawaii.gov   
Click on Procurement of Health and Human Services 
Click on Provider Lists…The Registered List of Private Providers for Use 
with the Competitive Method of Procurement  
or call the purchasing agency at    or the State Procurement 
Office at 587-4706. 

 
(4) Certifications - Federal and/or State certifications, as applicable. 
 
(5) Program Specific Requirements - Additional program specific 

requirements are included in Sections 2 and/or 3, Service Specifications 
and the POS Proposal Application, as applicable. 
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Multiple or alternate proposals shall not be accepted unless specifically provided 
for in Section 2 of this RFP.  In the event alternate proposals are not accepted and 
an applicant submits alternate proposals but clearly indicates a primary proposal, 
it shall be considered for award as though it were the only proposal submitted by 
the applicant. 
 
One original and   copies of the proposal are required.  Proposals must be 
postmarked or hand delivered by the date and time designated on the Proposal 
Mail-In and Delivery Information Sheet attached to this RFP.  Any proposal post-
marked or received after the designated date and time shall be rejected. 
State purchasing agencies should address here whether faxed proposals and/or 
submission of proposals on diskette/cd or transmission by e-mail is permitted. 

 
VIII. Discussions with Applicants Prior to, or After Proposal Submittal 

Deadline 
 
Discussions may be conducted with applicants who submit proposals determined 
to be reasonably susceptible of being selected for award, but proposals may be 
accepted without discussions, in accordance with the administrative rules. 
 

IX. Additional Materials and Documentation 
 
Upon request from the state purchasing agency, each applicant shall submit any 
additional materials and documentation reasonably required by the state 
purchasing agency in its evaluation of the proposals. 
 

X. RFP Amendments 
 
The State reserves the right to amend this RFP at any time prior to the closing 
date for the final revised proposals. 
 

XI. Final Revised Proposals 
 
The applicant’s final revised proposal, as applicable to this RFP, must be 
postmarked or hand delivered by the date and time specified by the state 
purchasing agency.  Any final revised proposal post-marked or received after the 
designated date and time will be rejected.  If a final revised proposal is not 
submitted, the previous submittal will be construed as their best and final 
offer/proposal.  Only the section(s) of the proposal that are amended shall be 
submitted by the applicant, along with the POS Proposal Application Title Page 
(SPO-H-200).  After final revised proposals are received, final evaluations will be 
conducted for an award. 
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XII. Cancellation of Request for Proposal 
 
The request for proposal may be canceled and any or all proposals may be 
rejected in whole or in part, when it is determined to be in the best interests of the 
State. 
 

XIII. Costs for Proposal Preparation 
 
Any costs incurred by applicants in preparing or submitting a proposal are the 
applicants’ sole responsibility. 

 
XIV.  Provider Participation in Planning   

 
Provider participation in a state purchasing agency’s efforts to plan for or to 
purchase health and human services prior to the state purchasing agency’s release 
of a request for proposals, including the sharing of information on community 
needs, best practices, and providers’ resources, shall not disqualify providers from 
submitting proposals if conducted in accordance with sections 3-142-203 and 3-
143-618 of the Hawaii Administrative Rules for Chapter 103F, HRS. 
 

XV.  Rejection of Proposals 
 
The State reserves the right to consider as acceptable only those proposals 
submitted in accordance with all requirements set forth in this RFP and which 
demonstrate an understanding of the problems involved and comply with the 
service specifications.  Any proposal offering any other set of terms and 
conditions contradictory to those included in this RFP may be rejected without 
further notice. 
 
A proposal may be automatically rejected for any one or more of the following 
reasons: (Relevant sections of the Hawaii Administrative Rules for Chapter 103F, 
HRS are parenthesized) 
 
(1) Rejection for failure to cooperate or deal in good faith.   

(Section 3-141-201) 
(2) Rejection for inadequate accounting system.  (Section 3-141-202) 
(3) Late proposals  (Section 3-143-603) 
(4) Inadequate response to request for proposals (Section 3-143-609) 
(5) Proposal not responsive (Section 3-143-610 (1)) 
(6) Applicant not responsible (Section 3-143-610 (2)) 
 

XVI. Opening of Proposals 
 
Upon receipt of proposal by a state purchasing agency at a designated location, 
proposals, modifications to proposals, and withdrawals of proposals shall be date-
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stamped and, when possible, time-stamped.  All documents so received shall be 
held in a secure place by the state purchasing agency and not examined for 
evaluation purposes until the submittal deadline. 
 
Procurement files shall be open to public inspection after a contract has been 
awarded and executed by all parties. 
 

XVII. Notice of Award 
 
A Notice of Award containing a statement of findings and decision shall be 
provided to all applicants by mail upon completion of the evaluation of 
competitive purchase of service proposals. 

 
 XVIII. Protests  

 
Any applicant may file a protest (using a prescribed form provided by the 
administrator of the State Procurement Office available on the State Procurement 
Office Website whose address is on the Competitive POS Application Checklist 
located in the Attachments section of this RFP) against the awarding of the 
contract as long as an original and two copies of the protest is served upon the 
head of the state purchasing agency that conducted the protested procurement, and 
the procurement officer who handled the protested procurement, by United States 
mail, or by hand-delivery.  A Notice of Protest regarding an award of contract and 
related matters that arise in connection with a procurement made under a 
competitive purchase of services shall be served within five working days of the 
postmark of the notice of findings and decision sent to the protester.  The Notice 
of Protest form, SPO-H-801, is available on the SPO website (see the POS 
Proposal Checklist in Section 5 of this RFP.   Only the following matters may be 
protested: 
 
(1) a state purchasing agency’s failure to follow procedures established by 

Chapter 103F of the Hawaii Revised Statutes; 
 

(2) a state purchasing agency’s failure to follow any rule established by 
Chapter 103F of the Hawaii Revised Statutes; and 
 

(3) a state purchasing agency’s failure to follow any procedure, requirement, 
or evaluation criterion in a request for proposals issued by the state 
purchasing agency. 
 

Head of State Purchasing Agency Procurement Officer 
Name: Name: 
Title: Title: 
Mailing Address: Mailing Address: 
Business Address: Business Address: 
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XIX. Availability of Funds 
 
The award of a contract and any allowed renewal or extension thereof, is subject 
to allotments to be made by the Director of Finance, State of Hawaii, pursuant to 
Chapter 37, Hawaii Revised Statutes, and subject to the availability of State 
and/or Federal funds. 
 

XX. Criteria by Which the Performance of the Contract Will be 
Monitored and Evaluated 
 
The criteria by which the performance of the contract will be monitored and 
evaluated are: 
 
(1) Performance/Outcome Measures 

(2) Output Measures 

(3) Quality of Care/Quality of Services 

(4) Financial Management 

(5) Administrative Requirements 
 

 XXI. General and Special Conditions of Contract 
 
The general conditions that will be imposed contractually are on the SPO website 
(see the POS Proposal Application Checklist in Section 5 of this RFP for the 
address).  Special conditions may also be imposed contractually by the state 
purchasing agency, as deemed necessary. 
 

XXII. Cost Principles 
 

In order to promote uniform purchasing practices among state purchasing 
agencies procuring health and human services under Chapter 103F, HRS, state 
purchasing agencies will utilize standard cost principles outlined in Form 
SPO-H-201 which is available on the SPO Website (see the POS Proposal 
Application Checklist in Section 5 of this RFP).  Nothing in this section shall be 
construed to create an exemption from any cost principle arising under federal 
law. 


